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Notice AS-1998
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC  20250

For: FFAS Employees

 Purchasing Business Cards With Appropriated Funds
Approved by:  Acting Deputy Administrator, Management

1 Overview

A
Background FFAS is authorized to purchase business cards with appropriated funds.  This

authority results from a Governmentwide policy change and applies to a limited
number of employees who, as a key part of their duties, maintain regular contact
with:

& general public
& public and private partner organizations
& foreign, State, local, or Federal Government entities.  

Business cards for employees with these duties are considered to be a “necessary
expense.”

B
Purpose This notice:

& identifies eligible employees

& specifies printing options and specifications of cards for which expenses will be
covered 

& describes necessary procurement action.

C
Contact If there are any questions about this notice, call Donna Dougherty, FSA, at 

202-720-9356.
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2 Supplier and Specifications for Printing Business Cards

A
Outside Supplier The mandatory supplier for business cards is as follows:

The Lighthouse for the Blind, Inc.
2510 South Plum Street
P.O. Box C1419
Seattle, Washington  98114

Customer Service: 1-800-799-0402
FAX number: 206-322-4419.

GSA Federal Supply Schedule Number: GS-14F-0721G

Printing, including logos, must be single color in blue or black.  Information on this
contract may be obtained on the Internet by going to: http://pub.fss.gsa.gov/sched.

B
Specifications
and Standards

The USDA Office of Communications Visual Management Guide, Business
Cards/Use and Specifications, provides the standards for USDA business card
design.  Specifications are detailed in Exhibit 1.

3 Approving and Procuring Business Cards

A
Approving
Authority

Authority to approve the purchase of business cards for the employees described in
subparagraph 1 A, has been delegated to the employee’s immediate supervisor. 
All requests for business cards must have prior written supervisory approval.

Note: Employees slated to be transferred to the Support Services Bureau should
defer requests for business cards pending final determination of
Administrative Convergence.

Continued on the next page
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3 Approving and Procuring Business Cards (Continued)

B
Ordering
Authority

Orders may only be issued by warranted contracting officers or authorized
purchase card holders.  For purchase card holders, mail or FAX the USDA
Business Card Order Form in  Exhibit 2, directly to the address or FAX number in
subparagraph 2 A.

Note: The USDA Business Card Order Form file name is buscard.pdf.  It can be
downloaded from the following:

& FSA Bulletin Board Forms Library
& u:/wpforms subdirectory for Headquarter employees
& k:/wpforms subdirectory for Kansas City employees.

4 Using Government Computer Equipment and Supplies to Computer Generate Business Cards

A
Computer-
Generated
Business Cards

Employees may print their own business cards using Agency computer equipment
and materials.  Printing, including logos, must be in black.  Designs must conform
to the specifications in Exhibit 1.  Employees who cannot sucessfully design their
own business card without technical assistance shall use the outside supplier.  See
subparagraph 2 A.

B
Using Computer-
Generated
Software

Software available on WordPerfect may be used to design business cards.
Required card stock may be ordered at Agency expense.  New software shall not
be purchased for the purpose of designing and generating business cards.

C
USDA Logo Offices may download the USDA logo for business cards from the following:

& FSA Bulletin Board Forms Library
& u:/wpforms subdirectory for Headquarter employees
& k:/wpforms subdirectory for Kansas City employees.

5 FAS Employees Only

A
Templates and
Instructions

Templates and instructions will be stored at u:/Bboard/business cards.  Required
card stock may be ordered at Agency expense.
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Business Card Specifications

Continued on the next page
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Business Card Specifications (Continued)
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Business Card Order Form
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Business Card Order Form (Continued)
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Business Card Order Form (Continued)
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